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It is the objective of Teen Challenge International Pacific Northwest Centers to provide both our 
employees and students a save environment in which to work and live. It requires the serious ef-
forts and participation of TCIPNC, its employees and students to reach this objective. This manual 
endeavors to identify safe practices for individuals to follow in the day to day practices of this min-
istry.  
 
STUDENT  RESPONSIBILITIES - Primary expectations 
 
Students enrolled in TCIPNC will be involved in daily on campus work assignments and off cam-
pus Work Experience Projects. Therefore, each student has the responsibility to practice the safety 
guidelines mentioned in this manual. If a project requires operating a piece of equipment that the 
student is unfamiliar with, he/she shall seek understanding and training from the work experience 
coordinator or staff member before using the equipment.  
 
Students are expected to: 

 
 Practice good safe, work habits and follow all safety mandates, 

policies, procedures, and regulations.  
 
 Wear and maintain appropriate safety equipment as required by 

our safety manual and identified in our safety meetings.   
 
 Maintain equipment in good condition with all safety features in 

place when in operation. Keep working areas in good housekeep-
ing order.   

 
 Report all injuries and incidents to the Program Coordinator or designee immediately. 
 
 Report any deficiencies or potential hazards in any piece of equipment being used. 
 
General safety expectations 
 
All TCIPNC students are expected to perform their jobs to the best of their ability as well as per-
form them in a safe manner. It is critical that no student circumvent safety features and safe work 
behaviors that can cause them or others to be at risk.  All accidents are preventable.  We must each 
carry out our safety responsibility.   
 
Be Sure to: 
 
 Follow the safe job procedures established by the safety manual and taught in safety meetings. 

Perform only those jobs to which you have been assigned and properly instructed. 
 
 

 TCIPNC SAFE WORK GUIDELINES AND PROCEDURES  
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 Report damaged equipment immediately for replacement or repair.  
Do not perform your task without the appropriate protection. 
 
 Report unsafe work practices and/or unsafe conditions immediately.  
 
 Report all incidents immediately. Summon first aid as soon as possi-
ble when injuries demand prompt attention. No student shall attempt to 
remove foreign objects from someone’s eyes, ears, or face. Seek quali-
fied medical assistance immediately. 
 
 Keep all mechanical safeguards in position during operation.  Place 
the equipment in the “off” position when removing materials, jams, or 
performing minor maintenance or adjustments. Avoid leaving unattend-
ed machines running.  

 
 Do not operate equipment for which you have not been trained or authorized. If you have 

questions about the safe operation of a machine, contact your supervisor immediately.  Under no 
circumstances should machines be used in an unsafe manner or with safety features missing, malfunctioning, or 
circumvented. 

 
 Keep all fire protection equipment, exits, and suppression equipment clear of obstructions, 

supplies, or equipment, etc.  
 
 Do not use flammable or combustible solvents in open, unlabeled containers.  Store all flam-

mable materials in UL listed or FM approved safety containers with appropriate grounding and 
bonding to avoid the buildup of static electricity during dispensing.  

 
 Do not wear jewelry or loose clothing when operating machinery.  If gloves are required for 

protection, contact your supervisor to suggest alternatives. Machines can sometimes pull in 
gloves and cause severe injuries.  

 
 Keep fingers away from points of operation and other exposed moving machine parts. 
 
 Never clean, repair, or adjust any machinery while in operation.   
 
The following are job-specific safe work expectations and are minimum guidelines to help 
avoid injury.  This list is not all-inclusive. This list is intended as a summary of “best safety 
practices.”  Students will be expected to practice them regularly and commit them to habit.   
 
Hand Tools and Power Tools 
 
 Storing tools on benches, near machines, on floors, and on ladders are causes of serious inju-

ries.  Return tools to their appropriate storage place immediately after use. 
 
 Keep tools clean and free of grease and dirt. Clean tools work better and last longer.  Poorly 

maintained tools may cause severe injuries if they fail during use. Have defective tools repaired 
and cleaned to keep in good working condition when needed.  
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 Use the right size and correct tool for the job.  Contact the work experience coordinator in 
identifying the correct tool to use. Using the right tool for the right task makes the job easier 
and safer. 

 
 Never carry a tool by the cord or air hose. 
 
 Never yank the cord or hose to disconnect it from its power source. 
 
 Keep cords and hoses away from heat, oil, and sharp edges. 
 
 Disconnect tools when not in use, before servicing, and when changing 

accessories such as blades, bits and cutters. 
 
 Avoid accidental starting by keeping fingers away from triggers while car-

rying the tool. 
 
Gas Powered Tools 
 
 Use approved containers for storage and transportation of fuel to equipment.  
 
 Dispense fuel at least 10 feet away from any sources of ignition. 
 
 Use a funnel or a flexible hose when pouring fuel into equipment. 
 
 Never attempt to fuel running or hot equipment. 
 
 Wipe up spoils. 
 
 Be aware that operating a gas powered tool such as portable generators, concrete cutting saws, 

compressors, power trowels, space heaters and pumps in enclosed areas puts individuals at risk 
of Carbon Monoxide Poising. This type of poising can cause neurological damage, illness, coma 
and death. Make sure such tools are operated in areas with adequate ventilation and supervi-
sion. 

 

Riding Mowers 

 
Fatal accidents have occurred from riding lawn mowers, and the risk of 
an accident is almost twice as likely with a riding lawn mower as a walk-
behind mower. The following are general instructions when operating a 
riding mower: 

 Only allow the operator on the mower; never carry passengers. 
 

 Clear the yard of people before mowing, and stop the mower if any-
one enters the area. 

 Slow down before turning. 
 

 Mow up and down slopes only. Mowing across should be done with 
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a walk-behind mower. 
 

 Never leave the machine running. Turn off the blades, set the parking brake, stop the engine 
and remove the keys before dismounting. 

 

 Never mow on wet grass, which can decrease traction and cause sliding. 
 

Power Lawn Mowers 
 

 When working on the mower, be sure the blade and all moving parts have 
stopped. 
 
 When accessing the underside of the mower for inspection or cleaning, 

always turn it so that the air-filter side of the mower is up. Otherwise, oil 
will drain out into the air filter and the engine won't start. Also detach the 
spark-plug wire so the engine won't start accidentally. 

 
 Excess vibration is an indication of a damaged blade, mounting, or crank-

shaft. Frequently tighten the blade and engine mounting bolts, as well as 
any other nuts, bolts and screws. Check mower wheels, bearings and axles 
for wear and lubrication. Replace loose, wobbly wheels. Be sure the drive 
mechanism on self-propelled mowers is in good working order. Check 
belts and gears for wear and fit. 

 
 To reduce fire hazard, keep the engine free of grass, leaves and excessive grease. Check the 

grass-catcher bag for wear or deterioration, and replace when necessary.  
 
Trim N’Edge Trimmer 
 

 Remove debris from work area. 
 

 Keep people and pets at least 50 feet away when operating equip-
ment. 

 

 When using the trimmer as a lawn edger, wear safety protection.  Do 
not use an edger on graveled surfaces. 

 

 If the edger strikes a foreign object, stop operation, disconnect the 
spark plug wire, and inspect the unit for damage. 

 
String Trimmers 

 Wear protective clothing with eye and ear protection. 
 

 Do not operate if fatigued, or taking medications. 
 

 Keep firm footing and balance; don’t overreach; be sure lighting conditions are adequate; keep 
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your body away from the rotating string head and hot surfaces.  Be sure to keep the string head 
below waist level. 

 

 Use trimmer only for weeds and grass. 
 

 Inspect trimmer for loose fasteners, fuel leaks, and a cracked or chipped string head. 
 

 Never start or run an engine inside a closed area; exhaust fumes can kill. 
 

 Remove the spark plug before any repairs. 
 

 For two-cycle engines, follow fueling and premixing instructions carefully.  Wipe up any fuel 
spillage quickly to prevent fire. 

 
 
 
 
 
 
 
Lifting and Carrying 
 
 Pre-Plan, know where you are going before you lift. Chose or create a clear path by removing 

anything on the floor that might cause you to trip or slip. 
 
 Inspect the object to be moved for sharp corners, nails, and other projections that may cause 

an injury. Check out the container or object to make an intelligent decision as to your capabili-
ties and limitations for making a lift. Seek help if in doubt. Look for a weight indicator or a ca-
pacity rating to determine how much you will be lifting. 

 
 Always try to maintain the natural curves in your back. Hinge at your hips and bend your knees 

when lifting. You should be doing most of the work with your legs rather than your back. 
Avoid reaching as you lift or lower. When grasping an object to lift, get a firm grip with fingers 
under the load if there are no handholds.  

 
 Place you feet shoulder-width apart to help maintain balance. Tighten 
stomach muscles before lifting. Lift smoothly, don’t jerk. Sudden movement 
and weight shifts can injure your back . When lifting, keep the object close to 
the body.  
 
 Turn with your feet , not with your back, to avoid twisting when lifting.  
 
 Use dollies and carts for heavy items whenever you can. Use your body 
weight to push the cart with your legs rather than pulling with your back.  
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 Do not lift awkward or heavy materials alone. Use team lifting on heavi-
er items. Decide what route to use and how the object will be handled.  
Keep in step and have signals for changing directions, stopping, placing 
objects, etc. 

 
 If in doubt about the weight of an object, contact the supervisor to get 

someone to help in the lifting or utilize mechanical lifting devices to 
assist.  Do not use mechanical lifting and hoisting equipment unless 
trained to do so.  

 
 For heavier objects that demand hoists, lifts, or cranes to assist, utilize 

only well-maintained and appropriate slings and chains for the load to 
be transported. Check for defects and visual signs of fatigue in the slings 
and hoist components before attempting a lift. Report all signs of po-
tential problems to your supervisor or the work experience coordinator. 

 
 
 
Material Storage 
 

 Provide a safe, stable base with a solid, level surface free of potholes and 
imperfections.  Barrels and other materials that may roll or slide should be 
checked at the base for stability and tied to vertical structural supports when 
toppling is a risk. Lock materials by cross tying between layers so there are 
no unsteady stacks within the pile.  Piles should also be stepped back to as-
sure stability.  

 
 Maintain adequate aisle space ( minimum of 3 feet).  Leave enough room for 

fire equipment etc. in the event of an emergency. Materials should not pro-
trude into isle space. 

 
 Pile to a safe height so that the stack will remain steady and the floor load 

limit is not exceeded.  Maintain at least 18 inches between the pile and sprin-
kler heads.  Be certain to maintain a minimum three foot clearance around 
electrical panels and service entries. 

 
Ladders 
 
 Read and follow all manufacture labels/markings on the ladder.  
 
 For any overhead work near electrical sources, use an appropriate ladder for the task (fiberglass 

or plastic).  Metal ladders must not be used when working on or near electrical circuits. 
 
 Straight or extension ladders should have safety feet or cleats. Stabilize them with lashing at the 

top and blocks at the bottom.  
 
 Use ladders only on a stable base and not on boxes, barrels, or other insecure footings. 
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 Stepladders more than 10 feet high should be held by another worker.  Don’t step on the two 
highest rungs.   

 
 When straight ladders are used to climb onto a work platform, extend at least 3 feet above the 

landing or roof area. 
 

 Make certain the ladders are in good-working condition and the joint 
between the side rail and step are tight. Ladder fasteners (i.e., rivets, 
nuts, bolts, screws) must be secured in place and in good-working 
condition.  

 Remove defective ladders from service and tag “Dangerous, Do Not 
Use.” 

 
 Ladders should be inspected for defects (missing cleats, cracked 

rungs, broken spreaders, etc.) before use. 
 

 Position ladders away from doors unless door is blocked, locked, or 
guarded to prevent it from striking ladders.  Provide a second worker 
to support the bottom or warning signs and barricades nearby. 

 
 The proper angle for setting up a ladder is to place its base a quarter of the working length of 

the ladder from the wall or other vertical service. 
 
 Use stepladder steps (not rear brace supports) for foot placement when climbing. 
 
 Do not place a ladder on boxes, barrels or other unstable bases to gain additional height.  
 
 Be sure all locks on extension ladders properly engaged before using. 
 
 Trenches that are four feet or more in depth shall be provided with a fixed means of egress. 
 
 Ladders placed for egress should not be spaced more than 25 feet apart. 
 
Housekeeping 
 
 Return tools and other equipment to proper storage place after use. 
 
 Dispose of oily rags, old paint cans, and other containers that have held flammable liquids in 

the appropriate receptacle. 
 
 Throw debris and scrap in proper labeled waste containers.  Do not place combustibles or 

flammables in open containers. Use self-closing lid containers (FM and UL listed) to avoid po-
tential fires from spontaneous combustion. Dispose of infectious waste and materials that have 
been used to clean up blood or other potentially infectious materials in the appropriate red con-
tainers marked with the biohazard label. This is consistent with the blood borne protection 
plan of our company. Refer to that section for more information. 
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 Pick up tripping hazards such as nuts, nails, pieces of wire, waste materials, 
etc., and dispose of them promptly. 

 
 Do not let personal items accumulate in locker areas and workplaces.  
 
 Keep first-aid facilities clean and sanitary.   
 
 Practice good housekeeping within your work area. Everyone must look 

after their own area, as well as report areas in need of attention to your su-
pervisor or work experience coordinator.  

 
Fire 
 
 Report ALL first-aid and fire hazards immediately.  When contacting 911 or the local response 

team for help, be sure to give the operator specific information including the location of a fire 
and refer to the emergency response plan for prompt evacuation. 

 
 Follow the instructions outlined in the Student Manual in the event of a fire. 
 
 Storage of materials shall not obstruct exits.  Materials shall be stored with due 

regard to their fire characteristics (e.g., oily rags will be stored in a closed metal 
container by themselves).  Clearance of at least 36 inches shall be maintained for 
lights, heating units, and electrical boxes. 

 
 When practical, objects to be welded, cut, or heated shall be moved to a desig-

nated safe location.  If the object to be welded, cut or heated cannot be moved, 
positive means shall be taken to confine the heat, sparks, and slag and to protect 
the immovable fire hazard from them. 

 
 All extinguishers must be prominently placed, labeled for use and kept clear of 

obstructions at all times so they are accessible in a fire emergency. If a fire extinguisher is used 
or has been discharged, it should be reported to the Program Coordinator or their designee im-
mediately.  All extinguishers must be inspected for integrity and charging capability yearly and 
the tag should reflect that inspection. Fire extinguishers shall be conspicuously located and 
readily accessible at all times, and be maintained in operational condition. 

 
 When an alarm sounds, go to the nearest fire exit, per evacuation plan. Do not try to take per-

sonal belongings with you.   
 
Flammable and Combustible Liquids 
 
 Only approved containers will be used for the storage and handling of flammable and combus-

tible liquids.  Flammables, including gasoline, will be stored in approved safety cans. Under no 
circumstances will gasoline or other low flash-point flammables be utilized as cleaning solvents. 

 
 When not in use and at the end of the work day, all flammable liquid containers will be placed 

in the flammable liquids storage cabinets. 
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 Leakage or spillage of flammable or combustible liquids shall be cleaned up immediately and 
disposed of properly. Avoid piling rags together that have been used to wipe of stains or other 
flammable liquids. This may lead to spontaneous combustion. 

 
 Isolate all combustible and flammable materials and solvents from possible ignition sources 

such as open flames, heated surfaces, explosives, electric arcs and sparks, mechanical sparks, 
static electricity, and self-heating materials. In short, all energy sources (mechanical, electrical, 
chemical, thermal, radiation) should be considered as potential ignition sources. 

 
Electrical Safety 
 
 Treat all electrical circuits and equipment as live and do not attempt to adjust or repair any item 

that is electrical. Bring observed hazards and maintenance needs to the attention of the Pro-
gram Coordinator or the maintenance personnel as soon as possible. 

 
 Keep covers to all electrical fixtures and wiring in place at all times, 

unless temporarily removed for servicing by authorized persons, and 
only after isolating all energy sources. 

 
 Do not attach flexible cords to a wall, ceiling, door, or other struc-

tural or building surface. 
 

 Do not use metal ladders near electrical installations or when work-
ing on electrical equipment. 

 
 Use only proper electrically grounded or double insulated power 

tools. Metal housed tools must utilize the three-prong ground pin. 
 

 Never use spark producing equipment in hazardous atmospheres or 
locations where volatile processes are conducted or performed. 

 
 Never use electrical equipment in wet or damp areas unless the equip-

ment is properly grounded. 
 
Kitchen Safety 
 
 Knives 

 Kitchens are equipped with safety gloves for hand protection. Use 
them. 

 
 Keep knives sharp. If a knife is dull it requires extra force to do the 

cutting thus increasing the chance of slipping and doing damage to 
the operator. 

 
 Do not cut with the sharp edge towards you. Always cut away. 
 
 If you drop a knife stand back and let it fall. Do not attempt to catch 

it. 
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 Do not toss a dirty knife in dishwater where they can be concealed from view. 
 
 Do not lay a knife down with the sharp blade facing up. 
 
 Any kind of broken glass is sharp and dangerous. Clean it up carefully and make sure you 

do not leave pieces in the cleaning rags or sponge.  
 
 Hot Oil  
 Oil burns. As it gets hotter and hotter it smokes a bit then bursts into flame.  

 
 Deep fat fryers not only contain oil that can burn they react to other liquid. Keep water away 

so it does not spill into the hot oil creating instant steam and sending oil and steam everywhere. 
 

 Adding food to a deep fat fryer can be dangerous due to trapped liquids. 
 
 Guard electric cords to appliances that heat. Be careful not to 

snag one and cause the contents of an appliance to spill. 
 
 Steam burns quickly and deep. Be aware of its potential hazard 

and remove covers carefully. 
 
 Keep pan handles over the stove and do not let them protrude 

into the walking space or extend over other burners. 
 

  
General safety tips for the Kitchen 
 

 Drain cleaners, bleaches and strong acids can be dan-
gerous. Never mix different types of these products, 
dangerous gasses may result. Make sure they are used 
according to the manufactures instructions. 

 
 Always store chemicals on the floor below foodstuffs. 
 
 Clean spills immediately. 
 
 Do not leave boxes and supplies in places where they 

will hinder the working paths of individuals. 
  

Tips For Computer Users 
 
Repetitive and prolonged use of a computer keyboard/and or mouse can lead to 
muscle aches and discomfort. Posture and positioning are important. Try to incorpo-
rate the following tips into your work style to avoid problems. 
 
 Maintain good posture when working. Sit all the way back in the chair against the 

backrest. Keep your knees equal to, or lower, than your hips with your feet sup-
ported.  
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 Keep your elbows in a slightly open angle with your wrists in a straight position. 
The keyboard tilt can help you attain the correct arm position.  

 
 Avoid overreaching. Keep the mouse and keyboard within close reach. Center the 

most frequently used section of the keyboard directly in front of you. 
 
 Place source documents on a document folder positioned between your monitor 

and keyboard. If there is not enough space, place documents on an elevated sur-
face close to your screen. 

 
 Use good typing technique. Float your arms above the keyboard and keep your 

wrist straight when keying. If you use a wrist rest, use it to support your palms 
when pausing, not while keying. 

 
 Hit the keyboard keys with light force. The average user keys four times harder 

than necessary. 
 
 Take eye breaks and intermittently refocus on distant objects. Try palming your 
eyes in your hands to reduce eye fatigue. 

 
 Work at a reasonable pace and take frequent stretch breaks. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Dressing for the workplace may cramp your “personal style” but when it 
comes to choosing between your safety or your “style”, we are choosing your 
safety every time.   
 


